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Chief, Building Bee'éity Branch 71 JAb 16
Chief, Records Managewent Staff

Files Survey in Building Security Eranch

A

1. In secordsnce with your reguest|

of my Staff confucted a review of the existing file systen for the
Buillding Seeurity Branch.

2, Pricr to starting this review, | |
were briefed by |on the organirational atructure and
operational responsibilities of your branch. Through this
vriefing a betler understanding of your branch was atiained and
I s» certain 414 much to enhence this stuldy.

3. During this review the various elements of the Bullding
Security Branch were stulied apd through the splendid cooperation
recaived from each Sestiom Chief we were able %0 accouplish the
following:

a. Office of the Chief
{1} Screen all correspondence for 1962. This wes

done in conjunction with the secretary and ber
agsistant.

{(2) Eliminete extra coples: carboms, thermofax, ete.

(3} Clessify 21l eorrespondence in accordance with
the Siudject-Mumerie File Systew.

{k)} Develop a file reference imdex suitable to your
spocific needs, This Index will be very denefi-
eisl in looating correspondence, especially for
yersons referring to file vhen the secretary ia
absent or umavailsble.

{5) Prepare & 3" x 5" eard index to be used in com-
Junction with this index which, because of itw
flexibility, will permii the orderly addition of
ney Tile referenceg.

{6} Prepare new folders for 1962 apd 1963 files md

rile =211 1962 correspondence in appropriate folders.
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{T} Provide comtimxity of files through the cen-
tralization of all earrent files In cie safe.

{8) Train two employess, responsidle for meintensnve
of the filee, in the Sudject-Mumeric System.

b. Fight Security Office

{1} Review all correspondence with custodian of
#iles.

{2) Review, cole snd develop file referemce index
for each of the three Hight Security Off'icer
Instruetion bocks; i.e., Genernl Imstructions,
Aduittance Procedures, and Esergency Instructions.

{3} Prepere iist and 3" x 5" card index to serve as
s referencs guide to all K30 Imstructions. Card
£ile was adopted to permit sdditicne and/or
deletiona, to reference index, as necessary.

¢, Chief Receptionist

{1) GSerean all 1962 files in eonjunction with the
chie? meceptionist end her deputy.

{2) Elisinate extra coples, carboms, thermofax, eto.

(3) Clsasify all 1962 corresponden
with Subject Mumeric Pile Systew.

{3) Prepsre pev foldersz for 1962 and 1963 files enl
file a1l 1562 correapondence in appropriste
folders.

{5} Train Chtef and Deputy Chief in ithe operation
of the Subjoct-Buneric File Systen.

d. Idemtifleatiom Seeticn

An imspaction wie made of the Tiles of the Ydentifi-
eation Beetion. It was readily recognized that o revision
of the present file aysten is needed dut we belleve that
prior to revising the Tiles, s thorough study should be
oede to improve the duy to day operating procedures.
Althouzh some nodernizetion has resulied through the
introduction of elevator files we feel that further
improvenents can de made through the use of other Tling
ecuiposnt.
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Securily Serviees Bection

A review of ths files of the Security Services Section

wes made, but as the records are primsrily concerned with

property control and services we 4ld not consider conversion

1o & Subject-Numeric System practical.

%, In order thet the smeximus benefit may be darived fron
this review 1% is recomanded that the following actions Le taken:

E )

ba

T

4.

&

b £

&

he

Ravise the pregsent records control schedules for the
Building Security Branch, developed in 195&, to
raflect the current records holdings.

Screen 1956 through 1961 files for the purpose of
bringing forvard all policy and reference materisls
of currvent value. Upon revision of the Records Control
Schedule retire remeinder of the 1958-1961 files %o
Becomds Center.

Adopt the "charge out” systex for sll flles tsken
froz the 383 Subject File,

Use the Agency Correspondence Contimiity sheet,
Form 232, for all materisls drought forvard from

Discontinne the practice of filing wore than one
copy of outgoing correspondence.

Reduce the present retention period of six manths,
in office arven, of sdmittance cards, Pors 604, to
peralt earlier retiresent and reduction in Ifils space.

Maintain on &8 ourrent Dasis the reference liste and
cards provided the Night Security Office.

Request a complete systen study be mmde of the
Téantification Section theat would include a review
of offics procedures and equipment. In conjunctien
with this, & file systenm, compatible with changes
resulting from the systems survey, should be
egtablighed,
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5. X wish to extend my apprecistion for your support,
and other mesbers of your Staff, in particular, | |

25X 1 I
i &. If I ¢can be of any further assistance, please call me.

. Distribution:
: Lo Orig. & l-Addressee
25X1  \ | 1] |
1-Security Survey File
| , “1-RMS File

25X1 DDS/RMS |eub (1/21/63)
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